Step 1

From the CalATERS web site at
http://www.sco.ca.gov/calaters global.html
Under Global Sign In, click CalATERS Global.
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: CalATERS Global

begin.

User ID: |

Password: |

New userf Mew User Reqgistration

Having trouble logging in? Click here for assistance
I~ wark Offline

Click New User Registration.
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§J New User Registration

_mr:'( Please enter your logon information below and click the Logon button to

Logan Exit
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New User Registration
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.‘a..J New Registration - Select Employee

Enter your Employee Number, then click 'Ok button.

Emplovee Mumber |"‘"‘""""‘"‘"‘*"‘
Last Marne: |Cu||en

[ o ]

Cancel |

Enter your Social Security Number and Last Name,
and then click Ok

Steps 4 - 15 provide guidelines on updating your
system Profile screens. Unless noted otherwise,
fields that are grayed out cannot be updated.

New User Registration Step 6 5‘
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E.J New User Registration

| 1. User Identification ‘
User ID: [SCOEELE0

Department assigned User D
2. Personal Account Information ‘
Last name: [culler]
First name:
Middle initial: l—
Email address: l—

Example: employesi@sen.ca.qov

Barck @I Cancel |
Write down your User ID.

Complete any blank fields and click MI.

The system will send your temporary password to
the email address provided on this screen, once
registration is complete.

| 2. Personal Account Information (continued)

| 2. Personal Account Information (continued) |

Phone: |916-324-9991
Type of Requestor: |EimelErEsE]
CB Description: | << Select => =l

¥ou are enrolled in Direct Deposit: [N

@Ba[k I Nexte I

Cancel |

Complete blank fields.

The “Type of Requestor” for State employees

should be “Employee”.

Phone: [916-324-9991
Type of Requestor: W
(oi=R o=l ulalila s W 011 Rank File - Adrmin/Finan,/St: el
‘fou are enrolled in Direct Deposit: [E01 Rank/File - Admin/=inan/Staff Sves

501 Supervisory - Admin/Fin
C02 Confidential - Attorney/Hearing Officer
E02 Rank/File - Attorney Hearing Officer
MO2 Managerial - AtiorneyHearing Officer
ROZ Rank/File - AttorneyMearing Officer

502 Supervisory - Attorney/Hearing Officer
(C03 Confidential - Institupidhal Educai -
& Back (I | Next £ I)

Cancel |

Select the Employee’s CB Description, then click
MNext & |

(Direct Deposit section will be auto-filled with a 'Y or
N, indicating how you receive your payroll).
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&) New User Registration 5 New User Registration < Select Person

Address: Orplzsios
= - Enter last name or first few letters, mean' button,
Dept Name: |0840 State Controller's O
§ Last name: [Plum
izl I (i I Division Name; [ISD
3 | 8 |+
State Zip Code Bureau Name: |*

Is your residence address same as mailing address? IYES 'I |
Email

Unit Code: Marne |
Approver: Change Default Approver
Waork Strest:

WWark City:
Work State: ‘work Zip Code: -
Cancel

Q) Back | Mext &) I Cancel | ﬂl
ok I Cancel I

Enter mailing address. If different from Change Default Approver |
residence address, click No, and complete the

remaining fields. Click MI.

celect Poran Step 10 4 =+ User Registration Step 11 PR cv: User Registration Step 12 x|

Click

Enter the approver's last name and click __22kYp

a Select Person £ New User Registration ) New User Registration
Account Coding Information
Organization Fund Number: [0001 Stb-Fund Number: Fed Catalog:
Enter last name or first few letters, then click 'Look Up' button, ) g
Dept Marme: [1840 State Controller's Organization Number |DE4D ‘ear of Statute: (2011 Element:
Last name: Iimm Look Up Reference Mumber: 00T Chapter: |33 Cornpanent:

Frofessar Flurm e s | S0 Program/Category: [0
Bureau Mame: [* Detailed Coding: [10020220 Task: [

Marne Email ) l— Prime Account: (0000
fi i Unti@eEst Sub Account Code:
Plum, Professor rrubi@sco.ca.gov _
Approver; IProfessor Plurm Source:

Wiork Street:
Ok Cancel |
e Back MNext e Cancel |

Select the correct approver from the\IE‘tﬁj click . o
ok Wfork State: l_ Work Zip Code: | -

@ Bk @ el | This is your default Account Coding. No required

If your approver is not listed, he/she may not be entry on this screen.

registered. Click Cancel if Approver is not listed.
If an Approver was selected, the Approver’s name Complete remaining fields on the Organization
will appear in blue on the Select Person screen. screen and click  Mext [ |

Click Mext@ |
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New User Registration St ep 13 E{Qll e+ User Registration Step 14 £\ R cqgistration Successful Step 15 x|
| |

fa_j New User Registration fa_j New User Registration

0 Registration Request Successful!

Long Term Assignment (LTA) Information Miscellaneous Profile:
e yau on 3 long term assignment? [N - | PPED Agency Code: BT Your password has been mailed to decullen@sco.ca.gav).
Reporting Unit 620 Restart application using your new password.
State: Jea Tharks!

P Back ! Next ) ?) Cancel |

No entry required on the Miscellaneous Profile

Registration is complete. Your CalATERS system-

screen. Click -~ Mext . assigned password will be mailed to the e-mail
@ Back 4 Mext &3 ?) Cancel | i t d in yOUI’ profile.
iew User Registration x|
A Long Term Assignment (LTA) is a pre-approved £ New User Registration
business trip of more than 30 days. If you are not L 4. Review and submit |

Note: The system-assigned 8 character password
may be changed. Refer to Change Your Password
instructions.

Please review all your entrigs i

onalLTA, click Mext @ | If you are on a LTA,
select Yes, complete remaining fields and then

cBaEk | [Ek I Cancel |

Click Mext@ |




